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sales management, selling by mail order, retailing, synthetic records 
and other subjects that have to do with the practical handling of 
business. The work has been very systematically and thoroughly 
done. Many chapters, especially those that lay down funda- 
mental principles of organization, of cost-keeping, of adminis- 
tration, of selling or of accounting, contain various diagrams serv- 
ing to show at a glance the relations of one department to another 
or of one process to another. In many instances, actual forms of 
blanks used within the shops are given, such as requisition blanks, 
order blanks, forms for salesmen's travelling expenses, for keeping 
records of labor costs on different lands of production, for the check- 
ing of the results of advertising in different periodicals, or of the 
effectiveness of different types of advertising, and many others. 
The book is written in an interesting way with an abundance of 
examples so that it is easy for any student or business man to grasp 
readily the principles laid down. 

Although the book is not a large one, it is so carefully arranged 
and the topics are presented in so orderly a manner that few points 
of importance are omitted. 

The wide experience of the editors of "System" and the abun- 
dance of material which they are continually collecting and using 
in that excellent business periodical have been used to effect in 
putting together this compendium. 

There was need for a book of this type to be used in colleges as 
well as to be read by the business man. It is, on the whole, the 
most useful and the best book on the subject for either general 
readers or students that has as yet come to my hand. 

J. W. Jenks. 
Cornell University. 



Accounting Every Business Man Should Know. By Elisha Ely 
Gakkison. (New York: Doubleday, Page and Company, 
1909. $1.20 net.) 

Accounting Every Business Man Should Know is the self- 
explanatory title of a very clear and concise exposition of the funda- 
mental and advanced principles of accounting. The author is a 
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man of extensive and diversified experience in accounting work. 
He first gives a brief history of single entry bookkeeping and traces 
the transition to double entry demanded by the natural increase 
and complexity of business. He explains the various ledger and 
original entry books so clearly and thoroughly that no one, no 
matter how little he may know of bookkeeping, can fail to under- 
stand their uses. The opening and the closing of a ledger are 
treated in detail for both simple and complex forms of business. 
Such items as depreciation of stock and machinery, accounts and 
notes receivable, deferred charges, treasury stock, good-will, 
reserves, and the distinction between investment and operating 
expenses are explained fully, and good methods, for their treatment 
are suggested. The author discusses inventories in much detail 
and then proceeds to department costs and the necessity of develop- 
ing cost accounting in any large business, showing how the failure 
of a detailed cost system is often due to the lack of close connection 
with the general accounting of that business. He advises especially 
therefore, close working connection, both in time and cooperation, 
between pay-roll distribution and the recording of prime cost items 
according to product. To maintain such connection requires con- 
tinuous and permanent attention, especially in a business where 
there is great competition in the matter of buying and selling. 
No one system will entirely suit the demands of two or three dif- 
ferent kinds of business, but where a system is installed by an 
experienced man, the president or head of that business should 
see that it is given a fair chance. Mr. Garrison tries especially to 
impress on the business man that a uniform accounting system 
will increase the solidity and stability of commercial paper, and 
that a detailed well running cost system and frequent balance 
sheets will act as levers in obtaining capital and credit. Moreover, 
by such a system, the blame of mismanagement would be placed 
where it belongs, and no director could escape liability of law by 
pleading ignorance of the exact state of the business. Mr. Garri- 
son closes by suggesting some very able measures to enable direc- 
tors best to meet their responsibility so that they may create and 
maintain sound value for commercial paper, and thus decrease 
bankruptcy cases and panics, 

C. A. Mackenzie. 
New York City. 



